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SAF Easy Access AASIS MENU

B @82 (v s

SAP standard menu
Office
Laogistics
Accounting
‘3 Human Resources
[ [ Personnel Management
b3 Time Management
(-3 Payrall
> [ Training and Event hanagement
= {3 Organizational Managemant
I [ Organizational plan
[ [ Expert mode
<2 = Info Systemn
= 3 Organizational Unit
@ S_AHR_G1016491 - Existing Orgal
@ S_AHR_B1016492 - Staff Function
= & Organizational Structure
@ S_AHR_B1016493 - Organizati
@ S_AHR_B1016494 - Organizati
@ S_AHR_B10164485 - Organizati«]
&) 5_AHR_B1016436 - Organizati[<|

B [

0] QAS (1) (410) P2 sapgas | NS

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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Report Tree
The report tree organizes the reports available in the Organizational
Management infosystem in a structured format.

There can be different report trees for different areas, like logistics and the
nodes of each report tree can offer different reports.
The reporting functionality allows you to perform the following activities:

Start reports online and in the background
Save report output as lists or send item via email
Select a report variant
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Demonstration
Position Control Report

Special Transactions & Reports (State of Arkansas) >
Human Resources > Organizational Management >
ZPAOSRO0001 — Position control report

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

This report can be used to provide information about positions such

as cost center, employee name, personnel number, grade, clip, etc.

Also, agencies can run this report to identify vacant positions, filled
positions, or both.

To run this report, you will need one of the following roles:
1. Agency/CLJ/State Org. & Comp. Specialist; or
2. Agency/CLJ Org. & Comp. Management; or
3. State Org. & Comp. Administration
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a0 B @@ 10 EE 50 a2 EE

SAP Easy Access AASIS MENU

GE % &8 2| v

PCO0_MAY_CWTR - Per payrall period -= Lists/statistics -= W[+
S_PHI_46000986 - Ad Hoe Query [+]
FCO0_W10_CLSTR - Transaction PCO0_M10_CLSTR
= {3 8AP standard menu

I [ office

b [ Logistics

> [ Accounting

[» [ Human Resources

[> 1 Infarmation Systermns

= Special Transactions & Reports {State of Arkangas)
[ [0 Materials Management

b L Financial Accounting 1. Follow the menu path and double
= {3 Human Resources . H'H
= Organizational Management CI|Ck on ZPAOSR0001 - POSItIon
@ ZPAOSY - Crossgrade/Downgrade H
@ ZPAOSRO001 - Pasition contral repart < COI‘ItI‘Ol report or en!er transaCtlon
b 3 Paol code ZPAOSR0001 in the command
y S Time Managerment field and press enter.

> [ Personnel Administration

K|

| GAS (1) (610) P2 sapgas OVR o

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1




System  Help

A E @@ I BHE SOL8IBRE @ m

Program  Edit Goto

Position Control Report
D HEE 2. Enter the Payroll Area - ‘11’ Arkansas
| eRCTne PR/ Bi-Weekly or ‘12’ Ark. Semi-Monthly. [+]
Payroll Area: | =
@ As O Today |
() Other Period: .
. Dete Range: - <+« 3. §e|ect the reporting
period date range.
Selection Criteria |
Business Area to et
Position to 4. Enter Business
— - Area and/or any
Cross Grade/Downgrade Job to Other seIeCtion
Cost Center to / criteria.
Personngl Area to .
Org Unit Mumber to \E‘
[_] 0B SHARE IND
(1 Wacant Position ) Filled Position @ Bt < — 5 Select one radio button_
| Outputﬂelect\on | | Sont Criteria | é
[ | GAS (1) (610) P2l sapgas  OVR
1 &

6. Click Output Selection.

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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The following is a description of the options available under the Reporting
Period section:

*As of today — This option will provide current position data for that day.

*Other Period — This option will provide position data for a specific OPM
payroll period.

*Date Range — This option will provide position data according to the
specific date range entered.

The radio button for ‘JOB SHARE IND’ (job share indicator) will extract
only job share positions.
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Program  Edit Goto

am Help
aldH I Ca@ CSHE ODLa I HARE @
FPosition Controi Report

B & @ =

Reparting Period |

Il4][+]

Payrall Area: . .

@ AsOfToday 7. Choose the criteria you

© o Position Contral Report Want dlsplayed on the report' r

o Da y ~
Output Selection » 'Y

" Selection | LiPOSITION NUMBER [] POSITION BEGINDATE [] POSITION END DATE

Busings|| ] BUS. AREA [] FPERSOMMEL MUMBER [] S8M

Position | L HOURLY RATE [ AN, SALARY

auth Jop| ] EMPL NAME [] ORGUNIT NBR & NAME [] PERSONNEL AREA

Grade | [JAUTH.JOB ] GRADE ] AUTH. TITLE

cross 6| ] CGIDGJOB [ CoiDG GRADE ] CGIDG TITLE

caostoe | L] COST CENTER [] ORDERNUMBER (] WBS ELEMENT

Farsonm [ EXiNEXIND ] CLPFLAG

orgunit| ] HIRE DATE [] LEAVEACCRUALDATE [] CAREER SERVICE DATE

[lJopg| [JLATESTHIRE DATE

|| Wac E
| getecta | Deselectan | [+]

C @ecren BB x | sangas OVR /7
8. Click Execute.
AASIS Support Center, Diane Jolley, 6-6

09/5/03 Revised to V2.1

To see current cost distribution information, select the appropriate options
cost center and order number or cost center and wbs element. You must
select ‘As Of Today’ as the Reporting Period.
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H | &&@ ) 8 EE SO EE @D

Fayrall Area: ih
® As O Today

(3 Other Period:
Date Range:
Selection Criteria
Business Area to =
Position to 2
Auth. Job to =
Grade to =
Cross Grade/Downgrade Job to =
Cost Center to =
Personnel Area Fanz[a) to o
Org Unit Number to =
[_] 0B SHARE IND
(0 Wacant Position (» Filled Pogition @ Both

Qutput Selection

9. Click Sort Criteria.

52 (610) b2 sapcas OVR

AASIS Support Center, Diane Jolley, 6-7
09/5/03 Revised to V2.1
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Program  Edit Goto

JH CEQIDHE (D480 I BEEI @

HRORG - Organizational Management

Position Controi Report
@ B G &

Reporting Period

@ As Of Today

Position
Auth. Jak
Grade

Cross G
Cost Ce
Personn
Org Unit
[]JoB £
0 Wat

Selection Criteria
BUSINeS et

Payrall Area: hd
i) Other Period:
) Date Range: To
= |
Sort Criteria
e 10. Choose the order
usiness Area 1 i
Pasttion Nurber that the report is to be
LU0l sorted for display.
Grade AI - I d
Last Mame ways include
Persannel Area Business Area in the
Cost Center sort criteria. =

sapnas | OVRE /;/

4(3 g check | |[% ®

11. Click Execute.

AASIS Support Center,

, Diane Jolley,
09/5/03 Revised to V2.1
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Position Controi Report

eporting Period

12. Click Execute.

[4]
[+]
(1 Other Period:
() Date Range:
Selection Criteria
Business Area to =
Pasition to =
Auth. Job to %
Graile ta g
Cross Grade/Downgrade Job to o
Cost Center to =
Personnel Area FMBQ@ to 2
Org Unit Mumber to o
[]JOB SHARE IND
() Macant Position (1 Filled Position @ Both
3

Qutput S&CUDH Sort Criteria

o[ 9rs @) 610) P2 sapoas OVR

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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BaEH @ea DHE Do BE @

Positjon Control Renort

£ 13. To send this

Program

Page: 3

document to an Excel
ver: | spreadsheet, click
Download to excel.

[41[»]

POS-NO FRSHL NO AUTH. JOBE  GRADE BUTH. TITLE CG/DG JOB COCG/DG GRADE  CG/DG

22107761 11506 RO10 17 BOMINISTRATIVE ASSISTAWT I1 :

22107762 11346 Al@2 20 TRX AUDITOR I

22107778 12251 DOOS 15 COMPUTER OPERATOR II

22107786 20081 Aoz 20 TRX AUDITOR I 5105 17 TRE &

22107794 11347 K153 13 SECRETARY II

22107798 11275 Doz0 19 DF SUPERVWISOR IT

Program: ZPROSROGE1 L
[4]
[~]

K1/ I[«][+]

i | @as (1) (610) P2l | sapgas OVR

AASIS Support Center, Diane Jolley,

09/5/03 Revised to V2.1
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afd B @@ I CHB DL I EE @

Fosition Control Report

P
Program: ZPADSROGE! [«]
User:  DMJOLLEY []
Page: 3
POS-NO  FRSNL NO AUTH. JOB  GRADE  AUTH. TITLE CG/DG JOB COCG/DG GRADE  GG/D
20187761 11506 RO10 17 ADMINISTRATIVE ASSISTANT I 14. Enter the local
TR Transfer to a Local File excel file name tO
File name [zaDacuments and Settingsidnjalleyiy Documents\position contral repart xs(c transfer the document.

BEIERTT Data format DAT . ,
0107788 You must add ‘.xlIs’ to
S the enq of the file
opigrras | TTENSTEr X name, i.e. c:\my_ _

documents\position
Program: ZPROSRODOT control report.xls.

=T

L [ED

DIQAS (1)(610) sapgas  OVR %

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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ajld H @@ DRE DD O0 EE @

Position Controi Report

#
Progran: ZPAOSROAD1 L=
Uger: DNJOLLEY LT |
Page: 3
FPOS-NO  PRSML MO AUTH. JOB GRADE AUTH. TITLE CG/DG JOB COCG/DG GRADE CG/D
221087761 11506 ROTO 17 ADMINISTRATIWE ASSISTAWT II L
22107762
File name ChDocuments and SettingsidnjolleyiMy Documentsiposition control report 3.
22V0TTTE | p e format D[
22107786 15. Place cursor in the 7 TAY
3 ) £
22107794 Data format’ field and
sorarrag | lransier | % click on the drop-down
list.
Program: ZPA0SREGE1 | |
[4]
[~
[l |[«][+]

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1

> IQAS (13 (610} sapgas  OVR o
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]

le format (uplo:

- T E R ERIEY

[4][»]

Page: 3 [Form..|Short text
ASC  ASCII

POS-ND  ||BIN  Binary CG/D6 JOB COCG/DG GRADE  CG/D
—|DEF  DBASE format

1BM ASCI with IBM code page conversion (DOS)
WK1 [Spreadshest format
221A7762 |DAT  ASCI data table with column tab

22187761

SISTANT I1

Cocumentsiposition contral report x..
22107778

22187786 16. From the drop-down TR
22187794 list, double click on ‘WK1
22107798 | Spreadsheet format’.

Program:

x|

[l [«][]
[ ~TErrecmomn b [ars 1) 610) P21 sapaas | OVR /.

N

AASIS Support Center, Diane Jolley, 6-13
09/5/03 Revised to V2.1
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afd B @@ I CHB DL I EE @

Fosition Control Report
=

Program: ZPROSROGE1
User: DMJOLLEY
Page: 3

[4][»]

FO5-NO  PRSWL NO AUTH.

JOB  GRADE AUTH. TITLE CG/DG JOB COCG/DG GRADE  CG/D

22187761 11506 RE10

zfer to a Lacal File

17 ADMINISTRATIVE ASSISTANT I1

22107762
File name ChDocuments and Settingsidnjollesihy Documentsiposition contral report x..

2207778 bt farmat WK1

22107786 7 TaY

22107794

221p770g | Enser &

1

rrocran: | 17. Click Transfer. |
4]

[a]le]] [ED

DIQAS (1)(610) sapgas  OVR %

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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BIT

Help

HRORG - Organizational Management

Position Controi Report

18. Click Back

Go0 OHR 2000 BR @@

to return to the
Program: ZPROSROBOE1
User: DHJOLLEY user menu.
Page: 3
POS-NO FRSHL NO AUTH. JOB  GRADE BUTH. TITLE CG/DG JOB COCG/DG GRADE  CG/D
22107761 11506 RO10 17 BOMINISTRATIVE ASSISTAWT I1
22107762 11346 Al@2 20 TRX AUDITOR I
22107778 12251 DOOS 15 COMPUTER OPERATOR II
22107786 20081 Aoz 20 TRX AUDITOR I 5105 17 TRY
22107794 11347 K153 13 SECRETARY II
22107798 11275 Doz0 19 DF SUPERVWISOR IT
Program: ZPROSROGE1
[l ][ [+ ][]

[41[»]

[l

@ 34156 Bytes transfered

i | @as (1) (610) P2l | sapgas OVR

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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]
SAP Easy Access AASIS MENU

GE % &8 2| v

19. Click on Logoff.

El FCO0_M39_CWTR - Per payroll period -= Listsistatistics -= VIZ|
[ 5_PH9_46000386 - Ad Hoe Queny

[l
B FCOo_t10_CLSTR - Transaction PCO0_M10_CLSTR
= {3 8AP standard menu
I [ office
b [ Logistics
> [ Accounting
> [ Human Resources
> Information Systems
= Special Transactions & Reports {State of Arkangas)
[ [0 Materials Management
I» [ Financial Accounting
= {3 Human Resources
= Organizational Management
@ ZPAOSY - Crossgrade/Downgrade
2 FPAOSRONNT - Pasition contral report
I 3 Payroll
[» [_1 Time Management
[4]
3]
[]

i3 Benefits
> [ Personnel Administration

«

o[98 (1) 10) P2 sapoas OVR

AASIS Support Center, Diane Jolley, 6-16
09/5/03 Revised to V2.1
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[ Microsoft Excel # Microphone BBl Toaks | & Handwriing [ white nwwhere | [7)] 2 |=151 =

He B den et fomst ok = WM 90. Go to your Microsoft Excel. Find
the file where you saved the position

¥

DS & FBR- - =2
‘3 %3 %A A © ¥a | [ By g2 | v Renly vith

“

A - £ POSNO control report. Open up the file and
Ezipnsition control report 1.x1ls View the information_ él
A E B e T - : u I I
1 [pos—mo 1 BUS. AREA PRSNL HO ANH. SALARY LAST ¥
2 [22112345 Tmooso0i16 " 23165.79 DFA-NE
3 (22112346 ‘n0050017 " 23165.79 DF-NE
4 (22112347 Toos0018 " 23764.00 DFA-NE
5 [22112348 "noos0019 " 23165.79 DFL-NE
6 (22112349 mnoso0zo " 23165.79 DFA-NE
7 (22112350 Tmoosoozi " 23165.79 DFA-NE
8 (22112351 ‘nonso022 " 23165.79 DFA-NE
5 [22112352 Toos0023 " 23165.79 DFA-NE
10 [22112353 ‘no0s0024 " 23165.79 DFA-NE
11 (22112354 ‘mnos002s " 23165.79 DFA-NE
12 [22112355 ‘noos00ze " 23165.79 DFA-NE
13 [22112356 ‘nonso027 " 23165.79 DFA-NE
14 (22112357 Tnoos002za " 23165.79 DFA-NE
15 [22112358 ‘n00s0029 " 23165.79 DFA-NE
16 (22112353 ‘10050030 " 23165.79 DFA-NE
17 [22112360 Tmooso03l " 23165.79 DFA-NE
15 [22112361 ‘nons003z " 23165.79 DFA-NE
19 (22112362 0050033 " 23165.79 DFA-NE
20 [22112363 ‘00050034 " 23165.79 DFA-NE
21 (22112364 ‘10050035 " 23165.79 DFA-NE
22 [22112365 oos0036 " 23165.79 DFA-NEw
4 4 » M|\ position control report 1 Jil | LI &
Ready UM

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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Demonstration
= HR Employee/Position data MisMatch Report

ZPMISMATCH — HR-Employee/Position data MisMatch
Report

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

* This report will allow agencies to identify mismatches between the
employee’s master data and the position master data. The master data
mismatches identified on this report include personnel area, personnel

subarea, cost center, business area, pay grade type, pay grade area, pay
grade and class.

* To run this report, you will need one of the following roles:
1. Agency/CLJ/State Org. & Comp. Specialist; or
2. Agency/CLJ Org. & Comp. Management; or
3. State Org. & Comp. Administration
4. State Org. & Comp. Specialist

6-18
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& | zPMismaTcH laHICEQIDHE HNN | BE @E

P@Eﬁ |A 1. Enter transaction code ZPMISMATCH
in the command field and press enter.

[ Favorites
= {3 Usermenu for Diane N. DNJOLLEY
2 SUD1 - User Maintenance
) TN - Determine Mext Collactive Murmber
@ ANQ0 - Program 2WQ0002 Change RFGs
@ SCMA - Schedule Manager: Scheduler
@ OPMDIKEY - Distribution Keys
D [ office
b [ Logistics
P [ Accounting
I (L1 Human Resources
3 Information Systems
D [ Tools
) FFCHE - Revarse Check Payment
12 SU01D - User Display
2 5U01 - User Maintenance

[ | 0AS (13 (5171 (5l sapgas | INS
—

AASIS Support Center, Diane Jolley, 6-19
09/5/03 Revised to V2.1
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Prograrn  Edit Goto S

em Help
af < C@aQ BHE o0 BE @m
HR - Empioyee / Position data MisMatch report

il 2. Enter a date.*
5. Click Selection %:wm 3. Enter selection
options. o criteria. In this

D EIEE w1 < - example, the Business

Personnel area to .

Paosition 999999*9|@ to arealis entered'

‘Work center - o

Employment status 4. Enter “99999999” **

Display options
Dislayvarinat
[ show differences only

[» | QAS (13 {517 sapgas | NS

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1

6-20

*The current date will default in. This report will read data from the date
entered in the ‘Key date’ field forward. In otherwords, if any future dates
were entered for an update to the personnel area, personnel subarea,
cost center, business area, pay grade type, pay grade area, pay grade
and/or class; the future updates will also appear on the report.

**When a Personnel Administration Action for Termination, Retirement,
Transfer, Promotion, or Demotion are processed on an employee. The
position the employee is leaving defaults to “99999999”. This default
returns the position to a vacant status, which allows the agency to hire
into the vacant position. For the purpose of this report, it is not necessary
to view information on the “99999999” positions since these positions are
vacant.

6-20
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v |< Bea@ SHE ODLDIRAE @ m

HR - Empioyee / Position data MisMatch report

Description

Single value
Greaterthan or equal to
Less than or equal to
Greaterthan

Less than
Mot equal to

LW B Exclude from selection

y B oseeine B x

| 7. Click Continue. ! [ 038 0) @1 ] sapaas
|

AASIS Support Center, Diane Jolley, 6-21
09/5/03 Revised to V2.1
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Z| i Bee@ RHB D0O BR QM
HR - Empioyee / Position data MisMatch report

GoE

9. Click Execute.

BE{1E/2003

Personnel number to B
Business area BE1a to B
Persannel area to E‘E
Position 39999999 to BE=
Work center to B
Employment status to B

Display options

Dislayvarinat
{ | show differences only

8. Click in the box for
‘Show differences only’.

[ faas 1y 517y el | sapgas | INS
—

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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List Edit Gota S

HRORG - Organizational Management

JH @eae SHE L0 BE @m

HR - Empioyee / Position data MisMatch report
[ {INT | = g | [ [ chonse [ Save | TF 3 Ef| | @ Print praview

Mismatch

DNJOLLEY 081872003 16:10:42 - Page: 0

ZPAFPARODDS_MISMATCH - 468 QAS/470

10. View the mismatch information.

Pers...| Position| Job number|Employment Work Center| Emp.BA Pos.BA| Dif. BA|Emp.PA|Pos.PA Dif. PA Emp.PSA|Pos.PSA|Dif.P SA Emg
11334 22080002 21669619 |3 0eE10 0610 FAD4  |FAD4 0AL1 QALY 383 |Z|
11358 | 22079973 21669422 |3 0610|0610 FAD4  |FADT |X OAL1 QAL1 383 Iz‘
11399 | 22079905 21667977 |3 0e10  |[0610 FAD4  |FAD4 QAL1 QALY 383
11407 | 22112232 21668056 |3 010 0611 |X FADS  |FADS MEL1 MEL1 383
11415 22112231 21668056 |3 010 0611 |X FADS  |FADS MEL1 MEL1 383
12157 | 22080007 21669725 |3 010 |0610 FAD4  |FAD4 OAL1 QALY 383
16775 | 22111969 21668925 |3 010 |0610 HSAZ |FADT  |X QAL1 MEL1 ks 383
16945 | 22097427 21668925 |3 010 |0610 HSAZ |FADT |X OAL1 MEL1 ks 383
20103 | 22080088 21669037 |3 0610  |0B10 FAD1 FAD1 OAL1 OAL1 383
28433 (22079947 | 216647793 0610 |0610 FAD1  [FAD1 0ALT 0AL1 383
289783 22079903 21667977 |3 0eE10 0610 FAD1 FAD4 |X 0AL1 QALY 383
30584 22080017 21669616 |3 0610|0610 FAD4  |FAD4 OAL1 QAL1 383 B
[l [ L]
<

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1

6-23

This report will only reflect positions that have a mismatch for personnel
area, personnel subarea, cost center, business area, pay grade type, pay
grade area, pay grade, and/or class. In otherwords, not all of the
agencies positions will be reflected unless all the positions have a

mismatch.

6-23
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List Edit

Help

ald H @@ SCEE Ot oan AR @0

HR - Empioyee / Position data MisMatch report

== | o 3 | g g3 = | Fed Ch Pk | = | rw

review

11. To research the employee’s master
data, click on the Personnel number.
This drilldown capability will take you to
Maintain HR Master Data.

FAFARUOTS_TT=TA TUH - J08 WAy

Persy.| Position| Job number|Employment Work Center| Emp.BA Pos.BA| Dif. BA|Emp.PA|Pos.PA Dif. PA| Emp.PSA| Pos.PSA|Dif.P SA Emg
11334 (22080002 21669619 |3 0eE10 0610 FAD4  |FAD4 0AL1 QALY 383 |Z|
11358 | 22079973 21669422 |3 0610|0610 FAD4  |FADT |X OAL1 QAL1 383 Iz‘
11399 | 22079905 21667977 |3 0e10  |[0610 FAD4  |FAD4 QAL1 QALY 383
11407 | 22112232 21668056 |3 010 0611 |X FADS  |FADS MEL1 MEL1 383
11415 22112231 21668056 |3 010 0611 |X FADS  |FADS MEL1 MEL1 383
12157 | 22080007 21669725 |3 010 |0610 FAD4  |FAD4 OAL1 QALY 383
16775 | 22111969 21668925 |3 010 |0610 HSAZ |FADT  |X QAL1 MEL1 ks 383
16945 | 22097427 21668925 |3 010 |0610 HSAZ |FADT |X OAL1 MEL1 ks 383
20103 | 22080088 21669037 |3 0610  |0B10 FAD1 FAD1 OAL1 OAL1 383
28433 (22079947 | 216647793 0610 |0610 FAD1  [FAD1 0ALT 0AL1 383
289783 22079903 21667977 |3 0eE10 0610 FAD1 FAD4 |X 0AL1 QALY 383
30584 22080017 21669616 |3 0610|0610 FAD4  |FAD4 OAL1 QAL1 383 B
[l [ L]
<

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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HE masterdata  Edit Goto Bdras  LUtilities

& EQQ@QQ[H]

Maintain HR Mast 13 Glick Back
Ol 2| s 10 0B | | T

Settings ystern  Help

A Ey ™ Ey | FAR L e

12. In the Maintain HR Master
Data, you can research the
employee’s Organizational
Assignment infotype 0001.

11334
Betty Boop

Fersonnel no.
Mame

EE graup 1 RegularState .. Pers.area FLo4 Ol *Please refer to the notes below.
EE subgroup UE Emplovee Costcenter 383225 |=j=| B =0 u t=1w3 o
FPersonal Data k Addtl. Employee Data k Employment Issues h CareerManage...lh Em
|:|Actions w[~]| [ Period
|7|Personal Data ¥l [ ® Period
L|0rgamzational Assignment ¥ Fr. Ta
L|Addresses L' ) Today ) Currweek
|_|Basic Pay- T nooa O A ! Gurrent manth
|_|FamilyiRelsted Person ) Fram curr.date ) Lastweek
|_|Residence status | To current date | Last month
L|AdditiunaIF'ersona\ Data W ) Currperiod | Currentyear
Iiioommunication ¥ [a] Choose
Direct selection |:
Infotype STy [«
2
<

AASIS Support Center, Diane Jolley,

. 6-25
09/5/03 Revised to V2.1

» To make changes to the employee’s personnel area, the Agency Personnel
Management personnel can process a Change in Position Attributes Action (PA40).
This Personnel Administration action will only change the personnel area on the
employee’s Organizational Assignment infotype.

OPM/Class & Comp. runs the mismatch report every other Thursday before the payroll
run date and corrects the position’s personnel area to match the employee’s personnel
area, as reflected on the report, that same day.

» To make changes to the personnel subarea, the agency must contact OPM/Class &
Comp. and request that the personnel subarea be changed on the position. If
OPM/Class & Comp. approves the change, they will make the change on the position.

The Agency Personnel Management personnel will need to be notified of the position
personnel subarea change, so they can process a Change in Position Attributes (PA40)
Personnel Administration Action. This action will change the personnel subarea on the
employee. IMPORTANT! It is important to remember that the personnel subarea
change on the position must be processed before the Personnel Administration action.
Also, it is important to understand that until the Personnel Administration Action is
processed on the employee, the personnel subarea will not change on the employee.
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HRORG - Organizational Management

HR - Empioyee / Position data MisMatch report

@ I = N e D - S~ = = e = = B A B = .
1 14. To research the position master data,
Mi click on the Position number. This
drilldown capability will take you to
DHN.J . . ags
Maintain Position.

ZPA 1 A TUH - J0E LIRS ITT

Pers.no.| Posit b Job number| Employment|Work Center| Emp.BA|Fos. BA| Dif BA|Emp. PA Pos.PA Dif PA|Emp PSA| Pos PSA| Dif. P52
11334 12208000 21669619 (3 0610 0610 FAD4 FAD4 ALl OALT
11358 | 22079973 21669422 (3 0610 0610 FAD4 FADT [X OALT DAL1
1139922079905 21667977 (3 0610 0610 FAD4 FAD4 OALT QALY
11407 22112232 21668056 (3 0610 0611 |¥ FADS FADS MEL1 MEL1
1141522112231 21668056 (3 0610 0611 |[¥ FADS FADS MEL1 MEL1
12157 | 22080007 21669725(3 0610 0810 FAD4 FAD4 DALY QALY
1677522111969 21668925 (3 0610 0810 HEAZ |FADM (X DALY MEL1 ®
1694522097427 21668925 (3 0610 0810 HEAZ |FADM (X ALY MEL1 ®
2010322080088 216E9037 (3 0610 o610 FAD1 FAD1 ALY DALY
208433 | 22078947 216697793 0610 |DB10 FAO1 FAD1 OALT OAL1
2978322079903 21667977 (3 0610 0610 FAD1 FAD4 [X OALT DALY
30584 | 22080017 21669616 (3 0610 0610 FAD4 FAD4 OALT DAL1

[l [ [41[»]

(0] I e [« [+]

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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Utilities

MW CIED

Settings
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HRORG - Organizational Management

Maintain Position

15. In the Maintain Position, you

can research and/or make
updates to the agency’s position
data. *Please refer to the notes

Ol |&||ee/|@ |3 @l | 2] 1

Plan version
Fosition
Abbr

Active plan
22080002

ADA3

] below.

INSURAMCE SPECIALSTT

Active | Planned | Submitted | Approved | Rejected |

Specific Position Data

oh Audit Tracking

Select

| |infatype name [E| [ Time period

| Jobiject (<]l | ® Period

| |Retationships “[=|| From esi1arzons o 12¢31 /9998
| Flanned Compensation W () Today () Currentweek
| Acet. Assignment Features o Al ) Current month
| Employee Group/Subgroup v ) From curr.date ) Lastweek

| Obsolete ) Ta current date ) Last month

| |costDistribution v ) e e
|

| [2]

| [-]

[1l0

<

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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Mismatch report difference columns:

» The class (job code) data is located in the Relationships infotype. If the
mismatch is for the job code on the employee, verify with the Agency
Personnel Management personnel to ensure that the appropriate personnel
action has been processed on the employee. If the mismatch is for the job
code on the position, verify that a crossgrade has been processed. The
crossgrade on the position must be processed before the personnel action.

If a crossgrade is not involved, the agency must contact OPM/Class & Comp.
to request the job code be updated.

» The pay grade type, pay grade area, and pay grade data are located in
the Planned Compensation infotype. If the mismatch is for the pay grade type,
pay grade area, and/or pay grade data on the employee, verify with the
Agency Personnel Management personnel to ensure that the appropriate
personnel action has been processed on the employee. If the mismatch is for
the pay grade type, pay grade area, and/or pay grade data on the position,
verify that a crossgrade has been processed. The crossgrade on the position
must be processed before the personnel action.

If a crossgrade is not involved, the agency must contact OPM/Class & Comp.
to request the pay grade type, pay grade area and/or pay grade data be
updated.
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Fosition Edit Goto  Utilities

BdH GG EHE DDOa0 HAE @

Maintain Position 16. Click Back.
O 2 & 0l d =

Systern  Help

[F417v]

Plan version Active plan &
Position 22080002 IMEURAMCE SPECIALIST I
Abbr AlS3

Active | Planned | Submitted | Approved | Rejected |

| |infotype name |E| Time period

| Jobiject (<]l | ® Period

| |Retationships “[=|| From esi1arzons o 12¢31 /9998

| Flanned Compensation o () Today () Current week

| Acet. Assignment Features o Al ) Current month

| Employee Group/Subgroup 4 ) From curr.date ) Lastweek

| Obsolete ) Ta current date ) Last maonth

| |cost Distribution L4 ! Currentyear

| Specific Position Data

| Mab Audit Tracking = e =

| [~] 2

| <
AASIS Support Center, Diane Jolley, 6-28

09/5/03 Revised to V2.1

Mismatch report difference columns, continued:

» The personnel area is located in the Acct. Assignment Features infotype. If the
mismatch is for the personnel area on the employee, verify with the Agency Personnel
Management personnel to ensure that the appropriate personnel action has been
processed on the employee. If the mismatch is for the personnel area on the position,
theda?edncy must contact OPM/Class & Comp. to request the personnel area be
updated.

» The personnel subarea is located in the Acct. Assignment Features infotype. If the
mismatch is for the personnel subarea on the employee, verify with the Agency
Personnel Management personnel to ensure that the appropriate personnel action has
been processed on the employee. If the mismatch is for the personnel subarea on the
position, the agency must contact OPM/Class & Comp. to request the personnel
subarea be updated. The personnel subarea update on the position must be processed
before the personnel action.

» The business area is located in the Acct. Assignment Features infotype. If the
mismatch is for the business area on the employee, verify with the Agency Personnel
Management personnel to ensure that the appropriate personnel action has been
processed on the employee. If the mismatich is on the position, the agency must
contact OPM/Class & Comp. to request the business area be updated. The business
area on the position must be processed before the personnel action.

Please refer to chapter 3 for more information about maintaining a position.
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Edit

List

Goto

B3l H I CEe SHE S0 oan BE @m
HR - Empioyee / Position data MisMatch report
& B | & | [ [ choose [ Save | TF & Z | | @ Print praview

, 17. To send this report to an Excel
Mismatch .
spreadsheet, click on Spreadsheet.
DNJOLLEY  05A18/2003 12:12:28 - Page: 0
ZFPAFAROODS MISMATCH - 468 QAS/A410
Pers.no.| Position| Job number|Pos.PGArea| Dif.PGArea| Emp. P Grade| Pos PGrade| Dif P Grade|Pos.Class|Job Class Dif.Class
11334 (22080002 21669619 |01 16 16 AD53 AD0Z ® |Z|
11358 | 220795973 21669422 |01 13 13 R125 R140 ® Iz‘
11389 | 220795905 21BETSTT |01 18 18 R264 9999 ®
11407 | 22112232 21668056 |01 25 25 R170 R170
1141522112231 21668056 |01 25 25 R170 R170
12167 | 22080007 21669725 |01 12 12 k039 k041 ®
1677522111869 21668825 |01 18 19 w004 m00s *
16945 | 22097427 21668825 |01 18 19 mood h00s *
20103 | 22080088 21663037 |01 18 18 WODE Vana H
2843322079947 | 21669779|01 1" " K155 K153 X
2978322079903 21667977 |01 12 12 K039 9999 ®
30564 | 22080017 21669616 |01 13 13 A051 ADG3 ® E
[ | ID]

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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If you do not want to send this report to an Excel spreadsheet, exit or go
back to the main menu.
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List Edit Goto  Settings em Help

aaEICEa CHB ODLOO I HE I @m
HR - Empioyee / Position data MisMatch report
B | = 5 | B [ choose [T Save | TF @| E | @3 Print praview

Mismatch

DMJOLLEY  06/18/2003 12:12:28 - Page: 0

ZFAFAROODS MISMATCH - 468 QAS/AT0

Fers.no.| Position| Job number|Pos PGArea| Dif. PGArea|Emp.PGrade|Pos FGrade| Dif. PGrade|Fos.Class|Job Class Dif.Class

11334 2208000 21669619 |01 16 16 AD53 AD0Z ® |z|
11358 | 220795973 21669422 |01 13 13 R125 R140 ®
11389 | 22079905 21667977 |01 18 18 R264 9999 *

11407 | 22112232 21668056 |01 25 25 R170 R170

1141522112331 21668056 |01 25 25 R170 R170

12157 | 22080007 21669725 |01 12 12 K039 ko41 *
1677522111869 21668875 |01 18 19 mood h00s H

16945 | 2] Moo4 Moos K

LUz 0 Filter criteria, sorting, totals and subtotals are! i3 s 5

29433 |20 : K165 k153 ®

nottaken into account
29783 [2: K034 9999 ® [+
30584 [2: AD51 AO53 ® =
[ 140
¥ @

18. Click Continue.

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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Al H @@ BHE ODL0IEE @@
HR - Empioyee / Position data MisMatch report

D E| & F | G fchoose [ sae | T

B @ rmoren.

Mismatch

DMJOLLEY  06/18/2003 12:12:28 - Page: 0

ZFAFAROODS WIS,

5 PGrade| DIt PGrade|Pos.Class|Joh Class DirClass
ADS3 AD0Z "
R125 R140 ®
R264 99449 b

Fers.no. Position
11334 (2208000
113566 | 22078673
11399 | 22079905

[«]
11407 22112232 R170 |R170
114156 22112231 RIT0 |R170
12157 | 22080007 K03@  koel %
16775 (22111958 MDD MOO5 X
15945 | 72097427 1 MOOd  |MO05 |
20103 . vooe  |voos  |X
5s5;| 19- Select Excel display. e tas—
26783 22079903 [ K039 9898 | [«
30564 A051 053 R =

1 AE

20. Click Continue.

AASIS Support Center, Diane Jolley,
09/5/03 Revised to V2.1
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L1513

File Edit Wew Insert Faormat Tools Data Window Help Type a question for help |+
NEEaE| &S seR- o= -4 |@E2w - -
ﬁ @ ?@ w T @| ﬁ @ | ¥¥ Reply with Changes... End Review. .

L— 21. View the information.

Bl Book3

A B C
0011334 22080002 21669619
00011358 22079973 21669422
00011399 22079005 21667977
00011407 22112232 21668056
00011415 22112231 21668056
M0012157 22080007 21669725
00016775 22111969 21668925
0016945 22097427 21668925
M0020103 22080088 21669037
00029433 22079947 1659779
0029783 22079903 21667977
M0030584 22080017 21669616
0030586 22080163 21658744
00030736 22080067 21659431
M0030737 22114096 22114095
M00307 46 22080147 21667337
00030759 22080135 21668671
0030764 22080115 21668671
M0030801 22079944 21665063
0030822 ?2075999 1669644

M 4 » HAALYEXLDL /

[}
m

[
[a2]
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w0
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AASIS Support Center, Diane Jolley, 6-32
09/5/03 Revised to V2.1
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